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ABSTRACT 

What is the right job for a person? Where is it? How 
does he find it? The answer to one or more of these questions is 
essential to anyone looking for a job. This booklet is designed to 
help you answer these questions ir. order to help yourself find and 
hold the right job for you. Job hunting is more difficult for those 
who do not follow a planned procedure. Therefore the various steps to 
take are outlined, and examples of various forms are included. The 
sections cover the planning and construct ion of a resume, the 
planning of cover letters and letters of application, sources of job 
information, interview techniques, educational test batteries, high 
school completion requirements, and self appraisal techniques. 
(Author/KP) 
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JOB FINDING KIT 

Teach people how to get their own jobs and you 
help them in a very fundamental way. You give 
them the pride and security that comes from self- 
reliance. 

* * * 

This Job Finding Kit was originally compiled for 
the Kitsap County Community Action Program 
by Arnold A. Hirsekorn, Manager, Pierce County 
Area, Employment Security Department. 
The second edition of the Kit was prepared by the 
Employment Security Department, P.O. Box 367, 
Olympia, Washington 985C1. 

The third edition of the Kit was prepared by the 
Financial Aid and Placement Office, Wenatchee 
Valley College, Wenatchee, Washington 98801. 
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EDUCATION 



Rare is the man — or the woman — who doesn't at 
some time have to go looking for a job. It is a 
frustrating experience. No one likes it. Most do 
it poorly. 



a project of the 

Program Development Division, CCOE, 
Dean Wagaman, director 

supervised by Ron Berg, Guidance Section 
Arthur A. Binnie 

Washington State Director of Vocational Education 
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HOW DO WE START? 



The right job for ME 
What is it? 

Where is it? 

How do I find it? 

The answer to one or more of these questions is 
essential to anvone looking for a job. This kit is 
designed to help you answer these Questions in 
order to he ] p you help yourself find and hold 
the right job for you. 

Job hunting is more difficult for those who do not 
follow a planned procedure. Knowing what steps 
to take, what forms to prepare and what action is 
required can make the task a great deal easier. 
This kit contains some basic forms and samnles 
for your perusal and use. Follow every step. What 
you get out of the kit depends upon what you put 
into it. 

Keep in mind that job hunting is a full-time proj- 
ect. You will work 40 houi.' per week for an em- 
ployer; you cannot afford to work less for yourself. 



"TO ERR IS HUMAN" ... So, 

To make things as easy and error-free as possible, 
let's examine some of the most common mistakes 
made by job seekers. These errors are just as 
prevalent among high-level executives and chronic 
job hunters as among beginners. If you're looking 
for work now, better check off the list one by one 
and revise your campaign accordingly. Even if 
you are not hunting now, store this information 
in the back of your head. It may save you pain 
and money someday. 



THE LATE AWAKENING 

The first and most common error is in taking too 
long to realize that you should be scouting around 
for a new job. Weeks before the ax falls or you 
become maneuvered into a situation that reauires 
you to au it. you ought tc have some notion of how 
the wind blows. That is a matter of keeping alert 
to what's going on in your organization, of know- 
ing how you are doing and what your boss thinks 
of you, and of being fully aware of your own atti- 
tude toward the work. 

Often jobs do blow ud suddenly. But usually 
there's some sign that thmgs have begun to slide 
O nhill. If you see that happening, decide as soon 
JjQossible whether you are going to have to make 



a change* and then begin laying the groundwork 
so that you will not suddenly be faced with a void. 

Do not under any circumstances quit your job in 
a huff unless you have some place else to go. It is 
far easier to find another job while you still have 
one than when you do not. 



THE OSTRICH 

Many a man suddenly out of work feels overcome 
with shame, warns his wife not to tell a soul, least 
of all his friends, and buries his head in the sand 
in the hope that somehow things will be straight- 
ened out before anyone knows what's up. Some 
go off on ''vacation" to think the situation over, 
but find it impossible to relax and wish they were 
bji.ck in town attacking the problem instead of 
brooding about it through sleepless nights. 

There is nothing disgraceful about needing a job. 
Everyone goes through the agony now and then. 
The more straightforward and matter-of-fact you 
are about the situation, the more likely others are 
to respect you and want to help. The more you 
cover up, the less they can do for you. 



THE PANIC BUTTON 

Many people grow panicky the loss of a job 
and begin firing letters and telephone calls off in 
all directions at once. The one thought is to get 
work, any work, fast. 

Never is it more important to be calm and delib- 
erative. Do not go job hunting until you have 
thought things through. What exactly do you have 
to offer? Where could you place it? Map out a 
systematic campaign as if you were a salesman 
offering a major item that is expensive, but that 
will give excellent service over a long period and 
is needed by the customer. 



BLINDMAN'S BLUFF 

Employers constantly interview men and women 
who make earnest application for positions they 
know nothing about in companies they apparently 
have never heard of before. Before you present 
yourself as a candidate to fill an opening, learn 
all you can about it. What does it require? What 
em, ^ f person did the job lose? Why did he leave? 
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is. what are its products and markets? Look it up 
in business directories and ask the reception desk, 
the public relations ofiice or the personnel office 
for copies of any brochures it publishes. 

A SCATTERSHOT APPROACH 

Efalf the fatigue in job hunting comes from tramp- 
ing up blind alleys. You can reduce some of that 
by research, too. Study the whole job market. 
Trade journals and professional publications offer 
useful information. Where is the strongest need for 
people with your background? Which particular 
organizations look like good bets? Li.it them in 
order. Check off those you would most want to 
work for. Then consider how to make your ap- 
proach. Who heads the division or branch into 
which you would fit? 

Do not visit companies hit or miss in the "hope of 
turning up sonv :*hin t _,'\ Ninety percent of your 
time will be wasted. 

THE LONE WOLF 

Do not try to go it alone. Use the human resources 
around you — your friends, relatives, business ac- 
quaintances. Who knows whom? Contacts do not 
have to be high level. A friend who knows a friend 
in an organization that might take you can obtain 
much routine information that would not other- 
wise be easy to come by. 

Incidentally, when you seek the help of others, try 
to be specific. "J<et me know if you hear of some- 
thing*' isn't much of a request and rarely produces 
results. Ask instead for the names of companies, 
contacts, agencies. Ask interviewers whom you 
meet on your job-hunting tour for suggestions and 
leads, too. Most will try to be helpful. 

THE OVER-SIZED SELF 

Many people have an exaggerated opinion of their 
own capacities. Often they confuse their wish to 
do something with the ability to do it and will 
not admit even to themselves that failure has come 
£) ause of poor performance. 
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Do not piil I the wool over you?* own eyes. If you 
were dropped from your last job because of lack 
jf skill, face up to it. Perhaps you should consider 
a different type of work or take a refresher course. 
Your difficulty may not have been lack of ability 
but a personality quirk. Did you have trouble with 
your co-workers? Sometimes the mere realization 
that you have been hard to get along with is 
enough to bring a change, 

Perhaps, difficult as it may be, you would be wise 
to have a talk with your former boss. He may be 
willing to tell you what was wrong. You would 
find out, in any case, whether he would recom- 
mend you if asked by a prospective employer. 

THE SHRUNKEN SELF 

The constant rebuffs that come with job hunting 
can be humiliating. Many people lose self-confi- 
dence under the battering. When they tell inter- 
viewers about themselves, conviction fades from 
their voices. Soon they begin applying for posi- 
tions that are clearly below them and are turned 
down because they are over-qualified. "Something 
must be wrong" as the employer sees it. with a 
man willing to accept a job far beneath his abil- 
ities. 

You are not any less able out of a job than you 
were on it. Hold onto your confidence as hard as 
you can. It is one of your most important assets. 

PAY CHECK PRESSURE 

Being out of work is expensive, and you may 
become so eager for a pay check that you judge 
a position by the money it pays and nothing else. 
But that may be the very reason why you are 
looking for work now — perhaps you grabbed your 
last job too soon. 

Before you accept a position, be sure it suits you, 
that it will last, that there are good opportunities 
for advancement and that you will have a chance 
to use your abilities to the best advantage. You 
should also know that the company has a good 
future and that general working conditions are 
Many an attractive starting salary conceals 
nipv pay and promotion policy. 



THE FOULED-UP INTERVIEW 



The interview trips up a large number of hope- 
fuls. Main reason is that they cannot seem to get 
to the point and say clearly and concisely what 
sort of job they want and what their experience 
is. Many reel off endless details about jobs held 
years ago. Others grope inarticulately for words, 
Do not go to an interview unprepared. Expect to 
have to give explicit answers to direct questions, 
What sort of job are you looking for? Wnat is 
your experience? Why did you leave your last 
job? Plan your answers, short ones, but not so 
short that you leave out important information. 
Do not launch into a spiel about your "eagerness", 
"willingness to work", "ambition". Be factual. 

SLIPSHOD PAPERWORK 

The best way to prepare for the interview is to put 
together a resume of your background. No job- 
hunting tool is more useful, yet most people skip 
it or do it badly. 

Do not try to get everything into your resume. 
It is not meant to be more than a summary of the 
high points. Make it one or two pages. Keep it 
neat. And stick to hard facts. Emphasize experi- 
ence that points toward the kind of position you 
are applying for. Take plenty of time to write it. 

ARMCHAIR STRATEGIST 

You will not find a job by letting others do your 
leg work. Nor can you do it all through the mail. 
Get out and see people yourself. Follow up the 
ads. See that you have a few interviews every 
day. Do not leave it all to an agency. Do not sit 
back and wait for calls from those who say they 
will "be in touch with you if something comes up." 

PENNY-WISE FOOLISHNESS 

It is natural when you are out of work to cut 
expenses. Do not make the common mistake, 
though, of counting your pennies so carefully 
that you actually hurt your chances of finding a 
job. Some people, for example, refuse to go out 
of town on a lead because of the fare, and shun 
agencies for fear of having to pay a fee when 
^Qf 'and a job. 
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Invest a few dollars in your search. Do make that 
long distance call if it seems worthwhile. Pay to 
have your resume typed, if necessary. 

Do not go too far the other way. It does not pay 
to throw big parties or otherwise attempt to put 
on a front. People see through that easily. 



THE DIRTY FINGERNAIL 

Getting a job is something like borrowing money. 
The less you need it, the more willing people seem 
to be to give it to you. So do not make the serious 
error of letting yourself look desperate. Never 
say, "I will be glad to take anything". Be ab- 
solutely sure that you look neat: shaved, nails 
cleaned, shirt fresh, shoes shined, hair combed 
and cut. The slightest indication that you are 
going to seed can hurt. But a flashy, overdressed 
appearance can hurt, too. 



SELF-APPRAISAL 

Employers are skeptical of supermen. Claiming 
you can do "anything" not only will fail to con- 
vince an employer of your qualifications, but may 
actually prejudice him against you. The employer 
wants to know specifically what you can do and 
how your skills and abilities can be used most 
profitably in his organization. 

Therefore, as the first step in merchandising your 
talents, you should make a detailed, realistic in- 
ventory of your qualifications, interests, and any 
of your limitations. You should know what you 
can do and what you cannot do. To begin your 
self-evaluation, ask yourself a few simple basic 
questions: 

a. What jobs have I had? 

b. What did I like about each? What did I dis* 
like? 

c. What skills do I have? (For example, opera- 
tion of a machine) 

d» What does my education qualify me for? 

e. What are my real interests? 

f. Do I have any special talents or aptitudes? 
(For example, play musical instrument) 

g. Does my physical condition limit me in any 

way? 

O Vhat kind of a job do I want? 
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Now put your thoughts on paper. If you arc mar- 
keting your skills for an hourly wage position, this 
personal inventory chart will help frame in your 
mind information about yourself which will be 
helpful when you have a job interview. If you 
are seeking a professional or office position, this 
chart will help systematize your thinking for the 
preparation of a resume of your qualifications, 

A GUIDE FOR PREPARING YOUR RESUME 



What is a Resume? 

It is an inventory for submittal to an employer, 
It tolls what you have to offer a particular em- 
ployer for a particular type of position. 

It is a job-hunting tool, a personal cataloging of 
your job qualifications. It "gets you on paper", 
briefly and accurately for the prospective em- 
ployer to see. 

Its principal function is to secure for you an inter- 
view with an employer by interesting him in your 
abilities. It does this by presenting, attractively 
and systematically: 

WHO YOU ARE 

WHAT YOU KNOW 

WHAT YOU HAVE DONE 

WHAT KIND OF WORK YOU WANT 

WHY YOU SHOULD BE HIRED 

WHY A RESUME? 

Because the resume has proven itself to be one 
of the most effective job-hunting tools. 

Because using the resume in job hunting is a stand- 
ard practice. This is especially true for profes- 
sional, scientific, executive, and managerial posi- 
tions. Many employers recognize the value of the 
resume as a means of securing qualified employees. 
Properly prepared, a resume helps you to "get a 
foot in the door.'' Often it is the deciding factor 
in whether or not you get an interview. 

Resumes can save you time by eliminating pur- 
poseless interviews with employers not in the mar- 
ket for your job qualifications. A resume can be 
mailed to a number of prospective employers, 
O more than you could possibly visit. 
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Preparation of a resume in itself will help you 
organize your job campaign. It will start you 
thinking methodically about your qualifications 
and opportunities. Assembling all the facts about 
yourself will increase your self-assurance, build 
your confidence for the crucial personal interview 
with an employer. You can discuss your capacities 
with an employer without fumbling for dates and 
significant facts. You can avoid overselling and 
understatement alike. 

Finally, after you have concluded your job inter- 
view, your resume can remain with the employer 
— a visual reminder of v/hat you covered during 
the interview. 



The First Step— Your Asset List 

The first step in preparing the resume is to total 
the score — to prepare a list of your job assets 
under these headings: 

• WORK HISTORY 

• EDUCATION 

• PERSONAL CHARACTERISTICS 

• RESOURCES 

This list will become the raw material you will 
use in developing your basic resume, so evaluate 
yourself realistically, and in terms of the job you 
are seeking, Try to put yourself in the place of 
the employer. In his place, what would you want 
to know? 

I. Work History 

List all your employment. Ask yourself the 
following questions about each job: 
What was my job title? 
What were the details of my job duties? 
Why was I hired for the ^ob? 
What did I like about the job? Why? 
What did I dislike about the job? Why? 
What part of the job did I do best? Why? 
What part least well? Why? 
What experience did I gain that I can ap- 
ply to another job? 
What special skills or talents did I develop 

on the job? 
How long did I work on the job? 
Why did I leave the job? 
What references can I obtain, if neces- 
sary? 

What personality factors helped make me 
q successful on the job? 
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II. Education 

This should be emphasized if you have had 

little or no work experience. 
Schools attended, dates 
Courses taken, degrees, dates 
Subjects liked best, and why 
Subjects liked least, and why 
Subjects excelled in, grades, honors 
Extracurricular activities, athletics, debat- 
ing clubs 
Scholarships, honors 

Special skills: typing, stenography, busi- 
ness machines, etc. 

III. Personal Characteristics 

Evaluate your personal characteristics for 
their job significance. Be as objective as you 
can. Weigh both your assets and possible lia- 
bilities. An honest appraisal may help you to 
determine where your strongest vocational 
interests lie. 

IDENTIFYING DATA 
Name 
Address 
Date of Birth 
Marital Status 

(including No. of dependents) 

PHYSICAL DATA 

Height and Weight 
Health and Physical 
Capacities 

APPEARANCE (and personal grooming) 
SPEECH 

Vocabulary 
Grammar 
Enunciation 
Pronunciation 

SOCIAL CONDUCT AND ATTITUDES 

Aggressiveness 

Adaptability 

Tact 

Cheerfulness 

Reticence 

Tolerance 

Cooperativeness 

Mannerliness 

IV. Resources 

List all possible resources; i.e., leads, sources 
of information, contacts and aids, which you 
may want to use in planning your job cam- 
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Firms that may have the kind of job you 

want 
Business associates 
Personal friends and acquaintances 
School friends and instructors 
Employment agencies: public, private and 

school 

Professional organizations 
Trade directories 



PLANNING YOUR RESUME 

Preliminary Analysis of Your "Job Asset" List 

The information contained in your asset list must 
now be analyzed — graded for importance, selected 
for effectiveness, rejected when it is not to the 
point. Using the data in your list, design your basic 
resume. Start by asking yourself these questions: 
What kind of job am I seeking? 
What kind of firm may have openings in my 

kind of job? 
Which parts of my training and experience re- 
late to the job I am seeking? Which parts, if 
any, shall I minimize? 
Which of the details in "Personal Characteris- 
tics" should I include in my final resume? 
Which details will help me get an interview for 
the type of work I want, in the kind of firm or 
industry I prefer? 



Organization of Data 

There is no one best way to prganize a resume. 
The best format for you is one which highlights 
your job capacity in terms of the type of job you 
are seeking. In general, however, most resumes 
are arranged in one of two ways: 

I. By Work Experience: 

Start with your current or most recent job 
and, proceeding in reverse chronological or- 
der, give the employer, type of firm and 
work performed for each job you have held. 

II. By Function of Specialization: 

Start with the most relevant function you 
perform (relevant from the prospective em- 
ployer's point of view) and continue with 
other functions, in the order of their perti- 
nence. Describe how each function was per- 
formed and the scope of your responsibility. 
Give specific illustrations of your skills and 
knowledges, and any outstanding results 
^ achieved. The functional method is particu- 
larly effective in those occupations where 
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the work is varied, or there are frequent 
changes of assignment, such as public rela- 
tions, construction engineering, and free- 
lance commercial art. 

BREVITY 

Remember that your resume will usually go to a 
personnel or employment manager, who must read 
resumes every day. So . . . organize your 
resume, keep it as brief as possible but still tell 
your story adequately and accurately. If possible, 
limit your resume to a single sheet. 

Keep it brief and specific. If your resume passes 
the personnel department's screening, it will often 
be reviewed by a second interested individual, 
usually from the work area for which you are 
best qualified. For example, the resume of an 
engineering applicant; who seems to have the 
desired experience or potential will likely be re- 
viewed by the engineer responsible for the super- 
vising of a certain technical area; therefore, the 
resume must contain specific information to enable 
that engineer to decide if further consideration is 
warranted. 



SUGGESTED RESUME OUTLINE 

I. Heading 

The following identifying information should 
always precede all other data: 

Name 

Address 

Telephone Number 

II. Occupational Interest and Goal 

This is your job objective. Specify the kind 
of job or field of work you want. If your back- 
ground qualifies you for several jobs, list 
them in the order of your preference. For 
example: 

Airport Engineer 

Highway Engineer 
You may elaborate briefly on your goal at the 
beginning of the resume, or in your covering 
letter. 

III. Work History 

Organize this section of your resume as sug- 
gested below, cither under A (by job) or 
under B (by function), whichever highlights 




better. 



A. By Job 



1. List your jobs in inverse chronological 

order. 
Dates of employment 
Employer, address, nature of business 
Name and title of supervisor 
Position you held 
Salary (optional) 

2. Describe for each job: 

a. Job Duties — Tasks performed, em- 
phasizing those requiring the high- 
est degree of skill and judgment. 
Indicate specialization and any du- 
ties beyond your regular assignment. 
Include any special tools, instru- 
ments or equipment used and the 
degree of skill involved. 

b. Scope of Responsibility — Tell how 
many persons you supervised, if you 
held a supervisory post, and to whom 
you were responsible. 

c. Accomplishments — Outline any out- 
standing results achieved. If pos- 
sible, give concrete facts and figures, 
rather 1han generalities. 



B. By Function 

1. List the functions (field or area of spe- 
cialization) you performed in the order 
of their pertinence to your job objec- 
tives. For example, if you did public 
relations work in several previous jobs 
and you are now applying for a pub- 
lic relations position, make an entry 
under "Public Relations'* and group 
your experience under this heading. 

2, Describe in brief the work you did in 
each of the broad functional fields in 
which you qualify. This will provide a 
composite of your job duties, scope of 
responsibility, and accomplishments. 
Use a terse, narrative style with active 
verbs, and few personal pronouns — 
especially the first person singular. 



IV. Military Experience 

Branch of service 
Length of service 

Duties performed. List major assignments, 
detailing those pertinent to the job you are 
seeking. 

^ raft classification (optional) 
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V. Education 



1. High school (do not include if you have 
had substantial post-high school education 
or training) 

2. College— Major subject, degree and date 
received 

3. Graduate school — Major, degree and date 
received 

4. Other education or training 

5. Professional certificates or licenses 

6. Courses directly related to your occupa- 
tional choice. (List in detail if your work 
experience is limited) 

7. Internship 

8. Scholarships and honors 

9. Extracurricular activity 

VI. Miscellaneous Information 

Items No. 3 and 4 apply particularly to recent 
college graduate "generalists" and others 
without extensive work experience. 

1. Professional contributions and achieve- 
ments: 

— publications 

— membership in organizations 

— inventions and patents 

2. Languages — speaking, reading, writing 
ability 

3. Hobbies and outside interests 

4. Special skills — typing, stenography, opera- 
tion of business machines, etc, 

VII. Personal Data 

1. Date of birth (optional) 

2. Marital status and dependents 

3. Height and weight 

SOME SAMPLE RESUMES 

On the following pages are some sample resumes. 
Use them as springboards to develop appropriate 
ideas and approaches. They may also aid you in 
presenting your resume in an organized and at- 
tractive form. 
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Description oi! Sample Resumes 

1. Type: Combined education and work-his- 
tory with strong emphasis on edu- 
cation and desire for advancement 
to a responsible position. Recent 
graduate. 
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Reason: Applicant has a strong academic 
background, with courses geared to 
goal in the field of labor and indus- 
trial relations. Here again, the func- 
tional type of resume is not indi- 
cated because of limited work ex- 
perience. 

2. Type: Work-history arrangement, duties 

with each employer fully detailed. 
Reason: A summary of the positions held 
clearly outlines the applicant's ca- 
reer development in the field of 
office and credit management. A 
functional type of resume was not 
used because only one area of spe- 
cialization is involved. 

3. Type: Functional arrangement, with brief 

listing of employers. 
Reason: Applicant has had extensive experi- 
ence in three distinct fields, and 
some experience in two others. This 
experience was gained with a num- 
ber of employers, but is consolidated 
in this resume under the proper 
"functional" headings. 



THE COVERING LETTER 

Always enclose a covering letter when you mail 
out a resume. Your major purpose is to interest 
an employer in hiring you. The first step is to get 
him to read your resume. Keep these facts in mind 
when writing the covering letter. 

Address your letter to a specific person by name, 

when possible. 

• The first twenty words are important. They 
should attract the reader/s attention. 

• Tell your story in terms of the contribution 
you can make to the employer. 

• With local firms, take the initiative in suggest- 
ing that you telephone for an interview. 

• Use simple, direct language and correct gram- 
mar, Avoid hackneyed expressions. 

• Keep it short. You need not cover the same 
ground as your resume. Your letter should 
sum up what you have to offer, and act as 
an "introduction card" for your resume. 

• Let your letter reflect your individuality, but 
avoid appearing aggressive, overbearing, fa- 
miliar or humorous. You are writing to a 
£j**°nger about a subject that is serious to 

ERIC 1 0/ you - 

14 



A SAMPLE COVERING LETTER 



Mr. Oniric K Hammer, Vice I'veMdent 

Sail':. I>H l s t oil 

■\jaiTi\ aii l.iect ronics , ItiL, 

1 1; Ivesuuud Street 

Piilu Alio, lull forma 

I Var Mr. I l.uiunc r : 

Ihe enclosed record of succe^fu 1 |>1. inn my, and iw- 
ecutioii of I.ir^c proiittti i on c .-iiiipn i •< u;iy l>c of interest 
to you in yttL r s;ile'; program. 

My experience mUi electronic product manufacturers has 
huen lm>a«l, start i lift v>uli over- lite •counter ;i 1 e s and 
progressing through :i variety of selling and top 
management ass i gnment?. , 

May I dsk tliiit you read tlie enclosed resume' and permit 
me to telephone your secretary next week to arrange for 
an appointment. Ihuhk you. 

Very tr.ily yours, 



Harold W. Co It on 

.MM Dak Street 

San Prime tseo, (Jul i t'ornia 



Note: The above letter refers to the resumes for 
sales executive. 



JOHN HAVILAND (date of resume') 

826 Tenth Avenue 
Santa Ana, California 
LAmbert 8-1136 

OCCUPATIONAL GOAL: Ultimate--labor and Industrial Relations 
Immediate-Personnel Clerk or Interviewer 
Time and Motion Study 
Production Control Clerk 
Payroll Clerk 



EDUCATION: University of California at Los Angeles 

B.A. February 1962 Major--Labor Management 



Major Subjects Minor Subjects 

Business Organization Accounting 

Business Management Economics 

Industrial Psychology Humanities 

History of Labor Unions 

Job Analysis 

Time and Motion Study 

Personnel 

Internship 



Honors 

Phi Beta Kappa 



Extracurricular Activity 
Industrial Relations 
Society, Intramural Ath- 
letics . 



SUMMER AND PART-TIME EXPERIENCE: 

6-62 to 9-62 Jomet Metal Pioducts, 120 Spring St., 
Santa Ana--Part-time assistant payroll 
clerk. 



6-61 to 9-61 



MILITARY STATUS: 



Western Auto Stores, 8213 4th Avenue, 
Santa Ana--Part-time stock clerk; as- 
sisted manager in waiting on trade. 

National Guard. Requires weekly even- 
ing meeting with 15-day encampment an- 
nually. Obligation will be completed 
1964. 



SPECIAL SKILLS: 



PERSONAL DATA: 



Typing--50 words per minute. 

Burroughs and Merchant Business Machine 

Chauffeur's license 

Radio Operator, License X-1245 

Read and Speak Spanish fluently 

Date of Birth--4-4-38 

Married no children 

Height — 6'1 M Weight 180 lbs. 

Willing to accept work anywhere in the 

United States. 



REFERENCES: 



Mr. Henry A. Neff, Professor-School of Business Mgt. 
U.C.L.A., Los Angeles, Calif. 

Dr. John 0. Ryan-3455 Woodburn Ave. Santa Ana, Calif. 
Mr. J.L. Schapp-General Chemical--Santa Ana, Calif. 



9 
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BEST COPY AVAILABLE 



THOMAS S. CKKAVKti (il.Ku of resume') 

•T>7 lluiiv.rovv' Avenue CKNKKAI. MANACKK 

l.us Angeles, Calif. KXIXUT1VK ASSISTANT 

KXmrnit j-4b*)i ItKMHT riANACKK 

( ; . 1 '-v.'-il'V: J VV : K( : . K .°. Iv^i 

Twenty years tif business ex per i ence in tin- field of officii and 
credit management .mi! .iceount Lug. Have set up office procedures ,-inci 
instill U»d systems of types, Luc ludLug those for machine account- 

t ii K < payroll records, credit, and order control, Worked in rl <»•■.<■.• 
contact with sales departments which necess i tated setting up systems 
tor the Handling •>( st .it 1st Ion , commission records, and market 

ana lys is. 

kxim:rjknj:_k 

I 948-T/bT Jackson I'll 1 1 lips , t nr . , Los An Re 1 es , Cn I i f , 

Distributors of Co.ited Papers. OFFICE MANACKK 

Started as credit manager. Set up systems of credit and control, to 
facilitate handling large orders on a brokerage basis, and fi>r the 
many .smaller accounts rem trolled through the firm's own warehouse. 
Developed and placed In operation a system of procedures and records 
whereby tile credit for both methods of sale could be handled by the 
existing clerical staff. At the end of the first year of the oper- 
ation, tin? losses dropped and never exceeded 1/2 of IX on a volume of 
sales reaching well over two million dollars a year. 

At the end of the second year was appointed Office Manager and F.xe- 
cutive Assistant to the President. Responsibilities covered; 

Supervision of credit and Supervision of traffic 

collection. warehousing and delivery 

Supervision of accounting operations, 

operations. Personnel management. 

Originating and installing Selection and purchase of 

office systems, procedures, office equipment, 

order and inventory control. Correspondence, contracts. 
Sales analysis, costs, expense 
accounts . 



1946-1<M8 Interstate Credit Service Corp., OFFICE MANAGER 

San Francisco, California 
Credit Consultants and Collectors. 



Responsible for reorganization of office witli staff of 55 office: 
workers. Revised and deveioped procedures; organized office layout 
for better flow of work, reorganized supervision; instituted training 
in order to achieve maximum efficiency. The handling of 5300 
accounts necessitated the installation of standard procedure in all 
departments and the reorganization of the control systems. 

1942-1946 11. F. Smith Co., Sacramento, Calif. EXECUTIVE ASST. TO 

GENERAL MGR. 



Responsibilities were concerned with the installation of uniform 
office systems for 10 branch offices throughout eastern United States 
This included the execution of company credit policy and collection. 
Also in charge of publication of monthly house organ for branch 
managers. Responsible for coordination and analysis of branch re- 
ports of sales and inventories. 



Prior Employment: Accountant and credit manager for National 
Jewele rs , Inc. , 

Reference: Furnished on request 



ERIC 
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BEST COPY AVAILABLE 



JU.'t Oak Mruut 

San Francisco, Calif. (Zip CoiU:) 
I'KoHprrC K-}W<>5 



(date of resume') 



iHiJKcTIVK: 

Stilus Executive 



SALES PROMOTION: 



Devised anil supervised miles prnmot Lon projects for 
large bus ItK'ss J i rms and mnnuf acturers , rnosLty In 
the c tectron Lc.s field. Originated newspaper, radio 
and tctovLsIon advertising and coordinated sales 
promotion \ . th public relations and y a lest man aperient . 
Analysed Market potentials and developed new techniques 
to Increase sales ef foeL IVunosK and reduce sales 
costs, Developed sales trainLng manuals. 



As sales executive and promotion consultant, handled 
a great variety of accounts. Sales potentials in 
these flrr.is varli'd t rom SUM), 000 to $5,000,000 per 
annum. Was successful In raising tlie volume of sales; 
In many of these firm* 15''. within the first year. 



sales management 



Hired and supervised sales staff on a local, area and 
national !:asis. Established branch offices through- 
out tile Edited States and developed uniform systems 
of processing orders and sales records. Promoted 
new products as veil as improving sales of old ones. 
Developed sales training program. Developed a catalog 
system Involving inventory control to facilitate 
•.movement of scarce stork bctvwen branches. 



MARKET RESEARCH: 



Devised and supervised market research projects to 
determine sales potentials, as well as need for 
advertising. Wrote detaLled reports and recommen- 
dations describing each step in distribution, areas 
for development and plans for sales Improvement. 

Retail and wholesale. DLrect sales to consumer, Jobber 
and manufacturer. Hard goods, small metals and 
electrical app 1 Lances . 



ORDER CLERK: Received, processed and expedited orders. Trouble 

shooter. Set up order control system which was 
adopted for all branches. 



B.B. Boven Sales Development Co., 
San Francisco, Calif. 



Sales Execut Lve 



1933 James Bresher Commercial & Industrial, Sr. Sales Promotion 
S'-ales Research Corp., Oakland, Calif. Manager 



1936 - 1942 Dunnock Brothers Electronics Co. 
San Francisco, CalLf. 



Order Clerk, Salesman 
Sales Manager 



CnWersUy of California, B.S. 1930; Major, Business 
AdmLnLstrati on 



PERSONAL DATA: 



BLrth Date. Januarv 4, 1916; Carried, 3 children 
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LETTER OF APPLICATION 

In many fields of work it is customary to write a 
letter of application to open the way for a per- 
sonal interview. This is particularly true in the 
following cases: 

a. When the employer you wish to contact lives 
in another city or town; 

b. As o cover letter when you are mailing res- 
umes; 

c. When you are answering a want ad. 
Following are some helpful guidelines for writing 
a letter of application: 

1. Type neatly, using care in sentence structure, 
spelling, and punctuation; 

2. Use a good grade of letter-size white bond 
paper; 

3. Address your letter to a specific individual, 
if possible (use city directories or other 
sources) ; 

4. State exactly the kind of position you are 
seeking and why you are applying to the 
particular firm; 

5. Be clear, brief, and businesslike; 

6. Enclose a resume. 

Letters of application will vary considerably de- 
pending on the circumstances in which they are 
used. The samples on the following pages illus- 
trate ways of writing such letters. 



SAMPLE LETTER OF APPLICATION 



ANSWERING A "BLIND AD" 



Street Address 
City, State 



Box Number 32-A 
Wenatchee Daily World 
Wena tehee, Washington 

Dear Sir: 

This letter is in reply to your advertisement 
in the Wenatchee Daily World on May 6, 1963 
for the position of accountant. My resume' 
is attached for your consideration. If, 
after reviewing my background, you feel that 
a personal interview is in order, I can be 
available at your convenience. 

Thank you for your consideration. I am look- 
ing forward to your reply. 

Very truly yours, 



Name 



ANSWERING A "GROUP LISTING 



Street. Address 
CLty, State 
Date 



Mr. John duo 

Kudo ml KlectrU" Corporation 
Los Angeles, California 

Dear Mr. Dov. 

Your advert isomont In the Wenatchee Daily World on May 
6, 1961 p romp tod me to submit the attached resume' • My 

interest Is in tVe field of . Though 

my background does* not qualify me for t lie jobs advertis- 
ed, It occurred to me that, In expanding liie technical 
personnel . you may also need employees wi tli my quali- 
fications to support these Important poy I t Ions , I f 
there are openings for applicants with my qualifications 
now or in the future*. I will be available for a personal 
Interview .it your convenience. 

Your careful consideration of my application is appro- 
c iated. I am look ln% fo rvard to yuu r reply . 

T.iank you. 

Sincerely yours, 



Name 
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SOURCES OF JOB INFORMATION 



From among the many sources of information on 
job openings, you will need to select those appro- 
priate for you. The more productive sources to 
explore, and those which should receive top prior- 
ity, will depend to some extent on the type of job 
you want and the labor market supply. Because 
of their personal interest in you, friends, neigh- 
bors, and relatives will probabiy be the first source 
of job opening information you will explore. They 
may know of opportunities which would be un- 
available to you through any other source. To use 
them as your only source of job information, how- 
ever, would seriously restrict your prospects since 
their knowledge is likely to be limited to their 
own place of employment.- 

Some of the many other sources for job opening 
information are listed below with brief comments 
concerning their characteristics; 

1. Schools or College Placement Services 

— A productive source for professional open- 
•' ings 

— Usually available only to current students 
and alumni 

2. Want ads in newspapers, professional jour- 
nals, and trade magazines 

— Provide a broad range of definite openings 
— Often details are insufficient for determin- 
ing if you are qualified 
— Analysis of the ads will provide informa- 
tion about the extent of employment ac- 
tivity in job fields throughout the area 

3. Industrial and Craft Unions 

— Have exclusive hiring authority for some 
firms 

— Each deals with a limited number of occu- 
pations 

— Productive source for members, particu- 
larly those with seniority 

4. State Employment Services 

— More job listings in more occupational cate- 
gories than any other single source 

— Have knowledge of area job openings, even 
among employers who have not listed their 
job openings with the Employment Service 

— Have more than 1900 local offices conveni- 
ently located throughout the nation 

— Operate a nationwide network for job in- 
formation and job openings 

— Provide counseling and career consultation 
O service 




•Provide aptitude and proficiency testing 
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— Have daily contacts with thousands of em- 
ployers 

— Accumulate and distribute local, statewide, 

and national labor market information 
— No fees charged 

5. U.S. Civil Service Commission 

— Handles only U. S. Government civilian 
jobs 

— Job listings and application blanks avail- 
able in most post offices 
— Conducts written examinations 
— Usually takes longer to process your appli- 
cation than most nongovernmental em- 
ployers 

6. Private Employment Agencies 

— Some charge applicant a fee for placement 
others collect fees from the employers 

— Usually specialize in a few specific occupa- 
tions 

7. Yellow pages of telephone directory, indus- 
trial directories; Chamber of Commerce lists 
— Sources of names of firms according to type 

of business or service provided and other 
valuable information to use in making con- 
tacts 

8. Professional Associations 

— Useful for specialized occupations 
— Listings are available at libraries 



JOB INTERVIEW 

• Accumulate and assemble in an easily available 
order all the information and papers you will 
need to take with you: licenses, union card, mili- 
tary records, proof of age if under 18, school 
records, and your resume or work records with 
names of employers and date of employment 

• Learn all you car about the company: product 
or service, standing in the industry, kinds of 
jobs available and hiring policies and practices. 

• Know what you have to offer: what training 
you have had, what you have done, what you 
can do, what kind of job you want. 

• Know why you want to work for the firm. 

• Be prepared to furnish references (not family) 
by name, address, and business affiliation. Ask 
them if you may use their names. 

© rences should be people who are acquainted 
RJC y° ur work and your character. 



• Never take anyone with you to the interview. 



• Allow for as much uninterrupted time as the 
interview may require. (For example, do not 
park your car on a limited time meter.) 

• Learn the area salary scale for the job you are 
seeking. 

• Conservative dress, not too formal and not too 
casual, is recommended for any job interview. 

• Neatness in grooming is essential. 

The employment interview serves a dual purpose. 
It provides the employer opportunity to make a 
critical appraisal of your qualifications, appear- 
ance, and general fitness for his job opening. Addi- 
tionally, and equally important, it provides you 
opportunity to appraise the employer, the job, and 
the firm. It enables you to decide if the employer 
and the firm are of the type and caliber you want 
to work for; and if the job meets your career needs 
and interests. 

Since the interview is, in effect, your showcase 
for merchandising your talents, your primary con- 
cern t is to present your qualifications to the best 
possible advantage, Although each interview will 
be different and will require personal ingenuity, 
the following suggestions may be helpful: 

• Be natural. When invited to sit down, sit com- 
fortably .without slouching. 

• Be pleasant and friendly but businesslike. 

• Let the employer control the interview, Give 
frank answers: brief but complete, without 
rambling. Avoid dogmatic statements. 

• Stress your qualifications without exaggera- 
tion, The employer's questions or statements 
will indicate the type of person he is seeking. 
Use these clues in presenting your qualifica- 
tions For example, if you are being inter- 
viewed for an engineering job and the em- 
ployer mentions that his job will require some 
customer contact work, use the clue to em- 
phasize any work or a vocational experience 

q t courses you have had in public contact or 




work, 
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• Present your resume, work record, references, 
personal data, work samples, or other mate- 
rials to support your statements when the em- 
ployer requests them. 

• In discussing previous employment and work 
situations, avoid criticising former employers 
or fellow workers, 

• Keep your personal, domestic, or financial 
problems out of the conversation unless spe- 
cifically asked about them. 

• Be prepared to state the salary you want, but 
not until the employer has introduced the 
subject, Be realistic in discussing salary. 

If the employer does not indicate when a further 
contact will be made, ask when you may call to 
learn his decision. 

• If the employer indicates that you are to call 
or return for another interview, make a writ- 
ten note of time, date, and place. 

• Thank the employer for the interview, If the 
employer indicates that he cannot use you, 
ask him to suggest another employer. 



FOLLOWING AN INTERVIEW 



Street Address 
City, State 
Date 



Mr. John Doc 
The Radex Corp. 
708 BurweJJ Street 
Wcna tehee, Wash ing ton 

Dear Mr. Doc: 

I am taking this opportunity to thank you for the 
time you devoted to the interview and the cour- 
tesies extended. I am interested in the job you 
described and would like to become a permanent 
employee in your organization. 

If there arc other questions that I may answer, 
please feci free to contact mc. Thank you again 
for your consideration. I am looking forward to 
your decision. 

Very truly yours, 



Name 



PLANNING YOUR TIME 



Time factors are involved in job hunting. Studies 
have shown that there is a direct correlation, for 
example, between the length of time one is un- 
employed and the difficulty experienced in becom- 
ing employed. Postponement of job searching is 
undesirable. Equally undesirable is intermittent 
job hunting. Once your search has begun, it should 
be treated as a full-time job. Undoubtedly, as in 
any selling, merchandising your talents can be- 
come, at times, discouraging. Nonetheless, sus- 
tained effort usually pays off. 

Following are some suggestions concerning time 
factors: 

1. Plan and start your job search as soon as 
you know that you will need to find a new 
position. 

2. Make your job hunting a full-time project. 
You work a 40-hour week for an employer, 
you should work no less for yourself. 

3. Once you start your job-finding campaign, do 
not allow yourself little vacations. 

4. Apply early enough in the day to allow suffi- 
cient time for multiple interviews, tests, or 
other hiring procedures which may be re- 
quired. 

5. Be one time for any appointments. 

6. Learn as much as you can about the com- 
pany before you apply, including the best 
time of the day and week to make applica- 
tion. 

7. Follow up job leads immediately. If you 
learn of a job opening late in the day, call 
the firm to arrange an appointment for the 
next day. They may postpone a hiring de- 
cision until they have talked to you. 

SAMPLE PROSPECT LIST 



Name of Firm 
Address 
Phone number 


Person to 
Contact 


Date 


Remarks 
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DON'T ASK . . . SELL 

Keep this thought uppermost in your mind — you 
are not "Asking for a job" — what you are actually 
doing is making an effort to "sell your services" — 
n given quantity of usable energy, of a certain 
quality, on which an employer can make a profit. 
You buy a package at the store, not i s a favor to 
the clerk, but because you want what's in it. An 
employer hires you for the same reason. 

If you've completed a resume, absorbed all of the 
information in this kit and have prepared a list 
of prospective employers, you have half of what's 
needed to get and hold the right job. The other 
half consists of determination and raw energy — 
and that's up to you. 

Good Hunting! 

QUESTIONS FREQUENTLY ASKED DURING 
THE EMPLOYMENT INTERVIEW 

As reported by 92 companies surveyed by 
Frank S. Endicott, Director of Placement, 
Northwestern University 

1. What are your future vocational plans? 

2. In what school activities have you partici- 
pated? Why? Which did you enjoy the most? 

3. How do you spend your spare time? What are 
your hobbies? 

4. In what type of position are you most inter- 
ested? 

5. Why do you think you might like to work for 
our company? 

6. What jobs have you held? How were they ob- 
tained and why did you leave? 

7. What courses did you like best? Least? Why? 

8. Why did you choose your particular field of 
work? 

9. What percentage of your college expenses did 
you earn? How? 

10. How did you spend your vacations while in 
school? 

11. What do you know about our Company? 

12. Do you feel that you have received a good 
general training? 

13. What qualifications do you have that make 
you feel that you will be successful in your 
field? 

14. What extracurricular offices have you held? 
""O What are your ideas on salary? 




[ow do you feel about your family? 
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17. How interested are you in sports? 

18. If you were starting college all over again, 
what courses would you take? 

19. Can you forget your education and start from 
scratch? 

20. Do you prefer any specific geographic loca- 
tion? Why? 

21. Do you have a girl? Is it serious? 

22. How much money do you hope to earn at the 
age of 30? 35? 

23. Why did you decide to go to this particular 
school? 

24. How did you rank in your graduating class in 
high school? Where will you probably rank in 
college? 

25. Do you think that your extracurricular ac- 
tivities were worth the time you devoted to 
them? Why? 

26. What do you think determines a man's prog- 
ress in a good company? 

27. What personal characteristics are necessary 
for success in your chosen field? 

28. Why do you think you would like this par- 
ticular type of job? 

29. What is your father's occupation? 

30. Tell me about your home life during the time 
you were growing up. 

31. Are you looking for a permanent or temporary 
job?' 

32. Do you prefer working with others or by your- 
self? 

33. Who are your best friends? 

34. What kind of boss do you prefer? 

35. Are you primarily interested in making money 
or do you feel that service lo your fellow men 
in a satisfactory accomplishment? 

36. Can vou take instructions without feeling 
upset? 

37. Tell me a story! 

38. Do you live with your parents? Which of your 
parents has had the most profound influence 
on you? 

39. How did previous employers treat you? 

40. What have you learned from some of the jobs 
you have held? 

41. Can you get recommendations from previous 
employers? 

42. What interests you about our product or ser- 
Q e. 

^j^j^^at was your record in military service? 



44. Have you ever changed your major field of 
interest while in college? Why? 

45. When did you choose your college major? 

46. How do your college grades after military 
service compare with those you previously 
earned? 

47. Do you feel you have done the best scholastic 
work of which you are capable? 

48. How did you happen to go to college? 

49. What do you know about opportunities in the 
field in which you are trained? 

50. How long do you expect to work? 

51. Have vou ever had any difficulty getting along 
with fellow students and faculty? 

52. Which of your college years was the most 
difficult? 

53. What is the source of your spending money? 

54. Have you saved any money? 

55. Do you have any debts? 

56. How old were you when you became self- 
supporting? 

57. Do you attend church? 

58. Do you like routine work? 

59. Do you like regular hours? 

60. What is your major weakness? 

61. Define cooperation. 

62. Will you fight to get ahead? 

63. Do you have an analytic mind? 

64. Are you eager to please? 

65. What do you do to keep in good physical 
condition? 

66. How do you spend Sunday? 

67. Have you had any serious illness or injury? 

68. What job in our company would you choose 
if you were entirely free to do so? 

69. Is it an effort to be tolerant of persons with a 
background and interests different from your 
own? 

70. What types of books have you read? 

71. What types of people seem to "rub" you the 
wrong way? 

72. Do you enjoy sports as a participant? As an 
observer? 

73. What iobs have you enjoyed the most? The 
least? Why? 

74. What are your own special abilities? 

" c q ir hat job in our Company do you want to 
i;j^jjQ)rk toward? 
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76. Would you prefer a large or a small company? 
Why? 

77. What is your idea of how industry operates 
today? 

78. Do you like to travel? 

79. How about overtime work? 

80. What kind of work interests you? 

81. What are the disadvantages of your chosen 
field? 

82. Do you think that grades should be considered 
by employers? Why or why not? 

83. Are you interested in research? 

84. To what extent do you use liquor? 

85. What have you done which shows initiative 
and willingness to work? 



NOTE: 

IF YOU WILL TAKE THE TIME NEC- 
ESSARY TO WRITE OUT BRIEF AN- 
SWERS TO EACH OF THE QUESTIONS 
IN ENDICOTT'S LIST, IT WILL HELP 
YOU TO CLARIFY YOUR OWN THINK- 
ING AND ESTABLISH READY AN- 
SWERS. 



The General Educational Development Test (GED) 
The Certificate of Educational Competence, 
and 

High School Completion 

The GED test battery is a national project, orig- 
inally developed through the United States Armed 
Forces Institute, to assist World War II veterans 
who had interrupted their high school education, 
and now administered by states under the Ameri- 
can Council on Education. The Certificate oj Edu- 
cational Competence is a State of Washington 
project, based upon the GED, designed for adults. 

The veterans who passed the GED battery did so 
well in further education and in employment that 
the test was extended to non-veterans. Originally, 
passing the test earned a standard high school 
diploma for the veteran. THIS IS NO LONGER 
TRUE. Passing the test merely earns one a state- 
ment to that effect or, if he is a Washington resi- 
rip J\ f a nd over 19, he may apply for the Certificate 
^jyw^icational Competence. 



This certificate is NOT a high school diploma; it 
merely shows that the holder has a general back- 
ground equal to that of the average high school 
graduate. Neither passing the GED nor receiving 
the Certificate assure jobs nor even admission to 
colleges. However, most businesses recognize both 
the GED and the Certificate as satisfactory basis 
for employment where high school graduation is 
required. 

All city, county, state, and federal civil service 
commissions recognize both. The state recognizes 
both as the basis for licenses, such as for beautician 
and barber. Most colleges will admit adults on the 
basis of either. In any case, both represent a posi- 
tive steo in improving one's employability or edu- 
cation. They shouln be regarded as only a step — to 
be followed by other training, adult courses, ap- 
prenticeships, etc., and not as an end, 

Adults (over 18 years) wishing to take the battery 
may do so by calling the Iocai office of the Wash- 
ington State Employment Service, their local 
school district, or the nearest community college 
for information as to what schools in the area ad- 
minister the GED test. The uniform fee of $7.50 
is set by the State and must be paid in advance. 

If a person fails any section of the test, that part 
may be repeated after an interval for study and 
review. Normally, there is no charge for the re- 
test. A person who fails the re-test is usually de- 
nied further re-testing until he shows that he has 
completed some type of training aimed at "plug- 
ging the gap." 

To pass the test a person must achieve a minimum 
(standard) score of at least 35 on each section. In 
addition, the average of all five sections must be 
at least 45. In case of a re-test, the second score 
is merely substituted for the first. 

To apply for the Certificate, the person under 19 
must show proof that such a certificate is neces- 
sary for further training, education, promotion on 
the job, entrance into an apprenticeship, etc. The 
application may be made only at the request of a 
parole officer, probation or other court official, case 
worker, admissions, union, or personnel officer, 
etc. The application must be in writing and ap- 
proved (in writing by a responsible official of the 
high school that the person normally would have 
attended) . In actual practice, these are very rarely 
Q /ed unless the person's (normal) graduating 
^J^JjQs out of school. The intent of the £tate is 



that this will NOT become a substitute method 
Tor those who just "don't like," or can't adjust to, 
high school demands. 

The GED BATTERY consists of five tests, each 
requiring approximately two hours to complete. 
All five must be completed satisfactorily, as pre- 
viously noted. The subject matter is that found 
in the average high school curriculum. All tests 
are of the multiple choice type. A brief descrip- 
tion of the test is as follows: 



TEST I Correctness and Effectiveness of Ex- 
pression. Questions include spelling, 
punctuation, grammar, vocabulary, etc. 

TEST II Interpretation of Reading Materials in 
the Social Studies. This measures 
skill in reading and understanding 
passages about history, economics, and 
world events. 

TEST III Internretathn of Reading Materials in 
the Natural Sciences. This tests one's 
understanding of facts, opinions, and 
terms usually found in general science, 
biology, and chemistry classes. The em- 
phasis is on understanding, and not 
memory. 

TEST IV Interpretation of Literary Materials. 

This consists of a selection of p^rsages 
from American and English literature. 
The test measures one's ability to 
understand and interpret the content 
of each. 

TEST V General Mathematical Ability. This 
measures the ability to use mathe- 
matics in a practical way. One must 
understand addition, subtraction, di- 
vision, multiplication, whole numbers, 
fractions, decimals, percentage, and be 
able to read some tables and graphs. 
There are only a very few items re- 
lated to algebra and geometry. 



The answer sheets are scored locally, and the per- 
son taking the test can learn the results within 
the matter of a very short time, usually a few min- 
utes, after the completion of the test. If the Cer- 
tificate is desired and earned, however, the scores 
and application must be processed in Olymoia, and 
Q be several weeks before the certificate is 
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High School Completion 



There are two (2) methods whereby a person may 
earn a diploma, aside from actually returning to 
the high school classroom. 

I. The "ADULT* HIGH SCHOOL DIPLOMA is 
for those over 18 years of age. 

A. It is authorized and regulated by the State 
Superintendent of Public Instruction. 

B. The minimum requirements set by state 
regulation are: 



English .' 3 units 

Mathematics 1 unit 

U.S. History & Govt 1 unit 

Wash. State History V2 unit 

Contemp. World Prob 1 unit 

Science 1 unit 

Occupational Education ... 1 unit 

Electives 7V2 units 



TOTAL 16 units 



C. Satisfaction of all specific subject require- 
ments may be by course completion, exten- 
tion or correspondence courses, or through 
approved standard tests. 

D. Consideration must be given to work, civic, 
family, and service experiences. 

E. A responsible educational official may eval- 
uate such experiences. 

F. Specific subject deficiencies may be made 
up at an approved school or college or by 
examination. 

G. The diploma will be issued by a high 
school or community college. 

II. A standard HIGH SCHOOL DIPLOMA, from 
a high school, is for those under 18 years of 
age or over 18, if desired. 

A. It is usually the ONLY way available for 
those under 18. 

B. The application must be made through the 
high school officer. 

C. The high school official evaluates records, 
determines deficiencies, and lists substitute 
courses and where such courses may be 

q taken. 
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D. The final program sheet constitutes a con- 
tract between the student and the high 
school, whereby the letter guarantees to 
award a standard diploma when the listed 
courses are satisfactorily completed and the 
credits transferred back to the high schooh 



NAMES 



TELEPHONE 
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